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EQUALITY IMPACT ASSESSMENT

Partial Assessment Form 

	Policy, practice, function or project assessed
	Recruitment & Selection

	Lead Officer
	Susan Gardner-Craig

	Team
	HR-Payroll

	Start date of assessment
	January 2010

	Completion of assessment
	February 2010


Please use this form to record your findings in relation to the assessment of an existing policy, function, service or practice.  

	A.  POLICY, PRACTICE, FUNCTION OR PROJECT TO BE ASSESSED



	A1.  Please describe what are the main aims, objectives, purpose and intended outcomes of the policy or function?

The policy and procedure gives guidance and advice to managers, in line with legislation, best practice and internal arrangements at SCDC, on the process from advertising a vacant post through to appointment.


	A2.  Is this policy or function associated with any other Council policy or priority?

Policies: Induction; Probation; Relocation; Job share; Flexible working
Functions: 

HR-Payroll – forms for starters, leavers, internal transfers, upkeep of Establishment list & structure charts, CRB checking, medical clearance checking, Safeguarding children procedure, receive recruitment monitoring forms

PAs. – maintenance of Personnel files

Reception – receive the electronic application forms and pass on to relevant manager on closing date

Admin staff within Service areas – associated paperwork on behalf of the manager, arranging interview venue, checking the right to work in the UK and qualification certificates

Appointing manager – overall responsibility for all aspects of the procedure being: gaining permission to advertise and advert, receiving paper applications directly and electronic applications from Reception staff on closing date, arranging short listing panel and the short listing and recording decision, arranging interview format, panel and conducting interviews, send out and receive correct paperwork in a timely manner externally and internally.

Fraud manager – advice on checking documents; National Fraud Initiative enquiries routed through Fraud manager (see B1)

ICT service – being notified of new starters or leavers and setting up equipment or cancelling access as appropriate.

Members on the Employment Committee  – take part in the recruitment of the Principal Solicitor and Corporate Managers and above.



	A3.  Who are the intended beneficiaries/stakeholders of the policy or function?  How many people are affected and from what sections of the community?

The Council – managers, staff; all applicants and prospective employees and Members

Prospective employees – from the UK and on occasions abroad



	A4.  Is the policy/function corporate and far-reaching?

This is a Corporate policy applying to all staff and Members

Potential for tribunal claims if not carried out correctly

Potential for fines if an illegal worker is appointed

Potential for inappropriate appointment if checks not carried out correctly and extra follow up work

Potential for negative publicity and action if CRB checks/vetting is not carried out.

Potential for negative impact on the Council’s image where would be employees feel the process has not been handled well.

Potential for negative impact on the HR-Payroll service where they are blamed for not doing something when the responsibility is with the manager.

Potential for equal pay claims because managers decide, within prescribed salary scales and giving a justifiable reason, the starting salaries for successful candidates and there could be inconsistencies between managers’ decisions. The appointing manager does have to give a reason for starting someone above the bottom of the grade. 

Potential for unfair treatment claims where short listing and interview panels do not have a gender balance.



	A5.  Are you expecting to make any significant change to the policy or service in the near future? If so, please give details.

The policy and procedure will be reviewed during 2010 in line with HR-Payroll cycle of policy reviews.

Currently, the procedure for recruitment lies with managers and is paid for out of Service budgets. The Recruitment & Selection policy and procedure is on Insite for reference. HR team members sometimes assist with short listing and interviewing. This is usually if there is an internal candidate/s or the short listing and interview panel members are not all SCDC trained in recruitment and selection.

HR give guidance to managers when asked, manage the advertising process once a manager has the required permission to advertise a vacant post and check the medical clearance forms and process the CRB forms. HR-Payroll team process the leaver, starter and internal transfer forms as appropriate at the start and end of the process. 

In 2008 electronic versions of the application form and the recruitment monitoring form (to monitor equal opportunities policy) were developed and launched through the Jobsincambs Portal, working with the County Council and Tribal Resourcing. This has not been without its problems and further developments are planned to improve the process. There is also the potential to make savings, as even fewer or no paper application forms may be required in the future.

There is potential to make the process more efficient and cost effective and reduce risk for the authority by, for example, developing the Jobs in Cambs portal and centralising recruitment and the personnel files to HR-Payroll. This would be an SMT/EMT decision.



	A6.   Is this a new or existing policy or function?

Existing policy and procedure




	B.  EVIDENCE/ DATA and CONSULTATION

It is important to consider all information that is available in determining whether the policy or function could have a differential impact.  Please attach examples of monitoring information, research or consultation reports.

	B1.  What monitoring or other information do you have about relevant target groups, which will show the impact of the policy or function?

The Council prefers recruitment to be run by managers and therefore as much of the policy and procedure is carried out by a variety of people across the organisation with varying levels of experience and expertise there is potential for unequal treatment and practice. 

HR-Payroll has anecdotal evidence from speaking with employees and managers to whom the policy is relevant: 

· There is a perception by some managers that tasks will be/should be carried out by HR, particularly if this has been their experience in other local authorities/organisations.

· Sometimes there are tight deadlines that managers are working to but they must be mindful of the time required and importance of making the correct checks before confirming the job offer around issues raised in A4.

· Potential for an equal pay claims when a managers decide on starting salaries above the bottom of the scale unless there is good reason.

Evidence within HR-Payroll that forms are not sent through on time or incorrectly leading to: 

· overpayment of staff because employees have left the Council but no leaver form has been sent through so continued to be paid; acting up has stopped but no information sent through – extra payments to be reclaimed

· underpayment of staff who have moved internally or are acting up and Payroll is unaware

· chasing up of forms from managers as Payroll deadlines approach when aware of changes

Information from the Fraud manager about the National Fraud Initiative that uses matching between our Payroll and UK visa data. If there are any enquiries about someone’s right to work, the Council has a defence in law if the correct checks on documents have been carried out and copies made and filed at the time of employment and where visas or work permits expire that this is followed up with the correct action taken and put on file.



	B2.  Have you compared the data you have with the equality profile of the local population?  What does it show?

Equality data is not available for comparison with local population data.  Local population comparison might not be sufficient as prospective employees could come from outside this area. 



	B3.  Have you identified any improvements or other changes that could be made from monitoring the data?

Information around Safeguarding children needs to be added (refer to action plan)

A new website link for checking documents has been identified to replace the current link to the Home Office website (refer to action plan)

Further advice required around gender balance in the make up of short listing and interview panels, which in turn will have an impact on the make up of Members’ Employment committee (refer to action plan)
The information on Insite is comprehensive. There may be an opportunity to improve accessible by how it is set out/links are used on the Intranet (refer to action plan)

The process could be run more efficiently from a central point in HR-Payroll (refer to action plan)



	B4.  Have you consulted or involved external stakeholders about the policy or function?  If so, what were their views?

No


	B5.  Have you undertaken any consultation with staff to assess their perception of any impacts of the policy or function? If so, what has been learnt from them?

Employees and managers through anecdotal evidence.

HR Process group (group of admin staff within Service areas who may be asked to assist managers in the recruitment process who meet with members of HR on a regular basis) The admin staff felt it was difficult to ensure the process was completed as advised in the policy because they were not in charge of the process. They did checks or sent paperwork in line with the policy when given tasks to do. Checking the right to work or qualification certificates was a responsibility they did not feel equipped for.

Induction questionnaire 2009. The results showed that new starters expected HR to be more involved in the recruitment process and that some had not had a good first impression of the Council because the process was different from previous experience with other employers.



	B6.  Please provide information about any other consultation, research, or involvement undertaken in relation to this impact assessment.

Knowledge of the County Councils’ procedures through work by HR on the Jobs in Cambs portal/website with Tribal Resourcing.

Current financial climate within SCDC and a need to make savings leading to restructures across the Council impacting on vacancies being frozen or advertised internally only in the first instance.




	C1.  IMPACT OF THE POLICY OR FUNCTION
Assess the potential impact on each of the equality strands/groups.  The impact could be negative, positive or neutral.  If you assess a negative impact for any of the groups then you will need to assess whether that impact is low, medium or high. Refer to the evidence you use.



	DESCRIPTION OF IMPACT


	Nature of Impact

(Positive, Neutral, Adverse)
	Extent of Impact (Low, Medium, High)

	GENDER: Identify the potential impact of the policy or function on men and women
	
	

	The advice given in the policy is very inclusive and applies to all. Managers have some discretion over salary offer within a pay range but the policy advises to appoint at the bottom of the scale unless identifiable experience to base offer on. There is no advice about gender balance within short listing and interview panels.


	Adverse
	Medium

	RACE: Identify the potential impact of the policy or function on different race/ethnic groups
	
	

	The advice given in the policy is very inclusive and applies to all. 


	Neutral
	-

	DISABILITY: Identify the potential impact of the policy or function on disabled people
	
	

	The advice given in the policy is very inclusive and applies to all. The Council does not use the two ticks system but this means all candidates are treated equally. Applicants are not asked about having a disability on the application form, which goes to managers. Disability is asked about on the monitoring form, which goes to HR only. All shortlisted candidates are asked if they have any special requirement/s that need/s to be catered for so that they can attend the interview.
	Neutral
	-

	AGE: Identify the potential impact of the policy or function on different age groups
	
	

	The advice given in the policy is very inclusive and applies to all. However the application form asks for dates for qualifications and work history, which could impact on age discrimination claims.


	Adverse
	Medium

	SEXUAL ORIENTATION: potential impact of the policy on lesbian, gay men, bisexual or heterosexual people
	
	

	The advice given in the policy is very inclusive and applies to all. The Council is a member of Stonewall and uses the logo on Council documents publicising this.


	Neutral
	-

	RELIGION/FAITH: Identify the potential impact the policy on different religious/faith groups
	
	

	The advice given in the policy is very inclusive and applies to all
	Neutral
	-

	OTHER
	
	

	
	
	


PLEASE NOTE: Following completion of the section above, if the nature of the impact is adverse then you may need to proceed to a full equality impact assessment.

	C2.  Could you minimise or remove any adverse or potential impact that is high, medium or low significance, in advance of a full impact assessment?  Explain how.

Centralised recruitment in HR-Payroll

More training for managers and admin staff 

Revise the guidance: add new link to website for checking documents; add guidance about the gender make up of panels

The form ‘Request to advertise a vacant post’ has to be submitted to & then approved by SMT. Once approved, the form is passed to HR to start the advertising process. The form could be amended to indicate who will lead the recruitment process and training received.

A list of managers who have attended the training is kept by HR and this could be crosschecked with managers/employees leading or taking part in the recruitment and selection process.



	C3.  Does the policy or function actively promote equal opportunities and good community relations? Or could changes be made so that it does so?

The policy actively promotes equal opportunities. However it is the spread of responsibilities across the Council and how the guidance is interpreted that could lead to unequal treatment and inconsistencies. 

Centralised recruitment within HR-Payroll would bring about greater consistency and therefore lessen the potential for inequality of treatment.



	C4.  Please provide any further information, qualitative or quantitative that does not fit into the questions but you feel has a likely impact on this assessment.

At SCDC Recruitment & Selection training, arranged by HR from the Corporate training budget, is mandatory for anyone involved in any stage of the recruitment process. SMT have designated the training as essential for all managers. There is an intensive one–day course with exercises on short listing and question planning and actors used as candidates for interview technique practise. 




	D.   CONCLUSIONS
	
	
	

	D1.   Was there sufficient data to complete the partial assessment?
	Yes?
	(
	If “NO”, what arrangements are in place for evidence gathering and continuing with the assessment?



	
	No?
	(
	

	D2.   Is the outcome of the partial assessment that the policy or function would have an adverse impact (medium or high impact) on one or more target group?


	Yes?
	(
	If “YES”, will you proceed to a full assessment? If so, what arrangements are in place to carry out the full assessment?

Proceed to full assessment. Meeting arranged with members of HR and Eqalities officer to draft the full assessment.

	
	No?
	(
	

	D3. Is the outcome of the partial assessment that the policy or function would have a neutral or positive impact on equalities?
	Yes?
	(
	If “YES”, have you included proposals in the Action Plan to further improve the impact of the policy or function on equalities?

Do you plan to review the service or policy again in future to assess whether there has been any change? If so, when? 

Has the Equalities Steering Group and the Consultative Forum reviewed the assessment? If so what were their comments?



	
	No?
	(
	

	D4.  Do you have any other conclusions/outcomes from the partial assessment?

The guidance given in the policy and procedure actively promotes equalities. . However it is the spread of responsibilities across the Council that could lead to unequal treatment and inconsistencies. Centralised recruitment within HR-Payroll could bring about greater equality of treatment.

See C3

Proceed to full equality impact assessment to address adverse impacts identified




ACTION PLAN for enhancing existing practice

	Recommendation/ issue to be addressed
	Planned Milestone
	Planned completion of milestone (date)
	Officer Responsible
	Progress

	Safeguarding children and vulnerable adults under the new vetting and barring legislation to be included


	Drafted procedure by end March 2010

(dependant on the regulations being finalised and published
	July 2010
	Jill Mellors/ Ian Cawthra
	

	Jobsincambs site & application form/other docs improvements to enable monitoring to be comprehensive
	Improvements to completed application form layout when printed

Improvement to managing all data submitted electronically 


	April 2010
	Lindsey Smith/ Peter Naylor
	

	Review policy and procedure and add advice about gender make up of panels


	Redrafted policy to EMT for approval
	September 2010
	Lindsey Smith/ Peter Naylor
	

	Tighten procedures currently in place so only SCDC trained employees & Members involved in recruitment process


	Method to enable this drawn up
	September 2010
	Peter Naylor
	

	SMT/EMT to consider centralised recruitment as a way forward


	Report with proposals
	2010
	Susan Gardner-Craig
	


RESOURCES

Does the above action plan require any additional resources?

	Centralised recruitment would need more resources in the HR-Payroll team 

Improved monitoring as identified would need more HR input and time




ARRANGEMENTS FOR MONITORING

Please give your plans for monitoring the achievement of the above actions.

	· Safeguarding children & vulnerable adults procedure in place.

· Improvements to Jobsincambs completed and working correctly enabling more efficient data capture

· Advice on the make up of shortlisting and interview panels added to the policy and implemented

· List of officers, trained in recruitment and selection, available to recruiting managers and cross referenced to short listing and recruitment panels (would be more workable if centralised recruitment in place)

· Recruitment monitoring data available to monitor equal opportunities at SCDC. Additional information provided to HR from managers about who was shortlisted, attended interview and who was then offered the job and appointed. (Currently this information is with the recruiting manager and is not communicated to HR making this impossible to do at present. Centralised recruitment would make this more workable.)

· Report to SMT/EMT for consideration re centralised recruitment; extra resources and set up agreed




	SIGN OFF: The officers below confirm that this partial assessment has been completed in accordance with the Council’s guidance

	Signature of Lead Officer


	
	Date:

	Signature of Corporate Manager or Chief Officer:


	
	Date:


	Please retain the original form on your service area and return a copy of the completed form to the Equality & Diversity Officer.
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